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. Quick Reference Guide

y AIM OVERVIEW

GETTING STARTED

Open the OPI Web site at www.opi.mt.gov.

Locate the AIM Web page or enter
http://www.opi.mt.qov/ITProjects/AIM.html.

Click on the AIM Login button.

Al
Achievement In Montana

[ AmLogin | [ePass | [ AM Colendar | Subscribe to AIM Listserve

Enter User Name and Password.

Password information is mailed only to the
Authorized Representative at each school.

To report a lost or stolen password please call
the OPI Help Desk at (406) 444-3448.

See Quick Reference Guide: AIM Passwords

e Infinite Campus

State Edition
ersion: 2007 2.3

Training 2007

User Name:

Password:

Review the District Notices.

District Notices contain important information
from OPI regarding data collections and
important updates about Infinite Campus
software.

These notices are updated on a regular basis.
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1o code “100. End of Year™ for grades PKA1, UE, UM and UH,
, the end status will defsull o code "800 Graduated™.
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there is no need fo change the defauli end date for seniors
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Graduation Daty
Gradustion data must be enbered for 5ll students in grade 12 or LIH who meet the district’s
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Linda McCulloch, Superintendent
Montana Office of Public Instruction

PO Box 202501

Helena, Montana 59620-2501
www.opi.mt.gov
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CONFIGURING CALENDARS

Calendars must be configured for each school
before enrolling students.

Select a Year and a School from the Selection
Toolbar.

NOTE: Calendar information is the first item
that needs to be set up in order for the rest of
the Infinite Campus system to work. The
Calendar links students to schools, and schools
link students to Grade Levels, Demographic
Information and Program Participation.
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From the Index, expand the System
Administration outline by clicking on the plus

(+)-

Open the Calendar folder by clicking on the plus
(+) sign.

Select the Calendar option.
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Enter a Start Date and an End Date for the
school.

Enter a Calendar Number.

NOTE: A district can have the same Calendar
Number (e.g. 1) for each school. If an individual
school has more than one Calendar, each
Calendar in that school must have a different
number (e.g. 1 and 2).

Click Save.
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Linda McCulloch, Superintendent

Montana Office of Public Instruction
PO Box 202501

Helena, Montana 59620-2501
www.opi.mt.gov
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Configuring Calendars

Verify the Grade Levels available for each
school.

If your school offers instruction in grade levels
not listed (such as Pre-K or a grade 6-8 middle
school), please contact a member of the OPI
AIM Staff for further instruction.

< Infinite Campus

[BD | o |7 Dt ke Pty S [T —

‘Werld Family Schoolig3sa)

Fatendar | [ rate tavels | [ ahebibe St iors | [Foups
e [TV 1

Repeat these steps for each school in your
district.

*NOTE: A school may have more than one
Calendar for each school. Having separate
Calendars may be useful for distinguishing
between two sets of students or schedules
(i.e.: half-day kindergarten students or
attendance centers). Call the OPI AIM Staff to
configure multiple Calendars.

Linda McCulloch, Superintendent
Montana Office of Public Instruction

PO Box 202501

Helena, Montana 59620-2501
www.opi.mt.gov
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EDITING STUDENT INFORMATION

From the Index, expand the Census outline by

<= Infinite Campus

clicking on the plus (+) sign. e e — e
Select the People option. h e hope oo sar soms et s & ik
The Census Search screen will appear.
1
® W
Select Student from the Search for a: box. — - -
Type the name of a student (for a specific =
search) or type a percent (%) symbol (for a
wildcard search), and click GO.
Select the name of the student.
See Quick Reference Guide: Search Options
EDITING DEMOGRAPHIC INFORMATION
Select the Demographics tab, gr;:’eiﬂsﬁe ;51;;229]0 DOB01107M992 Gencer:M
Demographi:s‘ i ‘ I | District District | Student Contacts

Last Name, First Name, Middle Name, Suffix,
Gender, Birthdate, Race Ethnicity, Nickname
and Local Student ID (Student Number) can be
edited from this screen.

Click Save to keep changes.

*Note: Edits should only be made to Last
Name, First Name for misspellings. Changes to

Dl save ¥ Delete Print

@l =on Information

PeslinD 75891

ELast Name ) (Flm Nam;
Cruisa Tom

(GenueD (GBI Date page: 15)
Wale | |ofo7ige: [T

) ——

FFace Ethricty)
06: Flafive Hawaiian o Pacific Islander [

Citte Name) (Sutfix

No Image Available

fHicknone)

Comments Upload Picture

Person Identifiers
Stuclent Number B
— -

legal last name should be made on the S T
Id entltleS tab Person GUID 511D787C-BCEE- 4267 -ABES- A4E61 9DBCEEF2
See Quick Reference Guide: Student Identities
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EDITING STUDENT INFORMATION

EDITING ENROLLMENT INFORMATION
Select the Enrollments tab.

Highlight enrollment record to be edited and
click once.

Fields that can be edited are Grade Level, Start
Date, Start Status, End Date, End Status,
Dropout Reason and Service Type. Start
Comments and End Comments may be added.

Cruise , Tom
Grade: 06 #566125930 DOD0107HM992 Gencler:M
Demngraphi:sl i i I 1! I District 1! I District i I Student Contacts I

B save 3¢ Delete ShPrint Enraliment Histary | ] Mew

qulmenl Editos
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% o6 P smm"m;’)’ L4 09/01/2006

= General Enroliment Information

Calencar *Schecdule *Grace Class Rank Excluce

World Family School(9399) Main R~

‘Cart Date Mo Show @ Date: End Action *Zervice Type )
OEAT7008 75| O [z [~] P Primary =

5 Cortiruen snrclimert sams school, nn nterrugtion (1] _
@puut Reason )

@dmmmeﬁ_g @
*NOTE: If a student changes Grade Level or
Service Type a new enroliment record will need ke
to be created for that student.
EDITING PROGRAM INFORMATION T T
I i i I I District ! I District i | Student Eontadsl

Click the plus (+) sign next to Graduation, State
Reporting Fields or Special Education Fields.

Enter any changes to Graduation, Program
Participation, CTE Concentrator, Attendance
or Special Education information.

Click Save to keep changes.

[ save ¥ Delete SPrint Enrolment History ] New

Enroliment Editor

5 P

06 09012006 1241572008

= General Enroliment Information
Calenth *Schedule *Grace
Véorld Family School(3393) Mein [ BV O

*Stert Dele NoShow  EndDate End Action *Service Type

s 5 il 120 512006 78] [+] P: Primary [~]

*Start Stalus End Stalus

02 Continued enrcliment same school, no interruption (11 140; Transfer to public sohl in another district nMT ||

Drapout Reason

[+]

Start Commerts End Comments

Graduation
State Reporting Fields
Special Ed Fields:

Linda McCulloch, Superintendent
Montana Office of Public Instruction

PO Box 202501

Helena, Montana 59620-2501
www.opi.mt.gov
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VERIFYING STUDENT DATA

STUDENT INFORMATION REPORTS
From the Index, expand the Student
Information folder by clicking the plus (+) sign
next to the folder.

Select the Reports option.

Select a report by clicking on the name of the
report.

Enter the appropriate filers and click Generate
Report.

The Report will open in a new window.
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<& Infinite Campus
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Ad Hoc Reporting

From the Index, expand the Ad Hoc Reporting
folder by clicking the plus (+) sign next to the
folder.

Select the Data Export option.

Expand the School Users tab, and select the

W Cube Desiger

This wizard ‘will Slamp Bt 1< of & Tiber ito & dabs fhe (£5v, 18 delimBed, o) or & SiTEk bt report.

Saved Query Wizwd Fillers Pick an Expert Foomat
w ] OFt Fiter Shawe
Soncol Users

SOUBENE Aot Erendmen:

= () ML et repcrt
Cioa,
Ccomma Separstad Values (C5V)
) T delmdiod Vinkuns

desired report. Do §§:"T L Orttrmn
o [
Select the Format Type for the report, and click (Ee]
Export.
The report will open in a new window.
Page 6 of 7 9/2007

Linda McCulloch, Superintendent
Montana Office of Public Instruction

PO Box 202501

Helena, Montana 59620-2501
www.opi.mt.gov




\ ACHIEVEMENT IN MONTANA
.EIII.(

Quick Reference Guide

y AIM OVERVIEW

VERIFYING STUDENT DATA

DATA EXTRACT
From the Index, expand the MT State
Reporting folder by clicking on the plus (+) sign
next to the folder.
Select MT Extracts.
Choose an Extract Type and Format.

Select the Calendar(s).

The extract will open in a new window.

<& Infinite Campus

Linda McCulloch, Superintendent
Montana Office of Public Instruction

PO Box 202501

Helena, Montana 59620-2501
www.opi.mt.gov
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